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APPLICATION FOR nEcoans RETENTION SCHEDULE DB AR T OF A STaTe

RECORDS MANAGEMENT DIVISION
INST RUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Rooofds Management Division, 330 Capitol Avenue, Atlanta, Georgua 30334
Attention: Schaduling Section. .

FOR AGENCY USE .| 1. Agency Address o EOR RECOADS MANAGEMENT use
Appiication Date ' DHR ST o Application Numbser
4_._(9"78 S Division of Physical Health - S 78 % L‘
Application Nurﬁbor " ' Z‘;tal Rec‘?rjs Unit - Room 217-H Date Recaived Mm&mnlmd ;
] Trinity Ave, S.W. ' - : T - ._
DHR'-‘O, ALlADEa o Ga e, 30334 , APR 12 178 | WAY -5 197
" { 2. Person to Contact . ' Working Title Telephona Number

Mike Lavoie, Director : 656-4750

3. Action Requested
8. @XEstabusn Retsntion Schedule; record will continue to accumulate.
b. O Dispose of presant accumuistion; no further accumulation anticipated.

...L) Amand Application NO. oo o Chack One: [ Change; [ Supercede: (] Void

4. Datss of Series | S. Records Saries Title ffoiiawsedby title used in office; if differsnt)
Earliest - Latest ‘
1960 ] bresent |- Court Order Request for Change Files
8. Division snd Offics Function What is the function of the Dwmon and the Oﬁnm in which this rncord sarigs is create-d?

Physical Health is responsible for the administration, direction and coordination of the
Physical Health programs throughout the State. Included are: the establishment of health
standards for business, bou51ng field operatlons and hospitals; the improvement of the phys-
ical and dental health of adults and children; the diagnosis and control of diseases; the
supervision of constructzon and licensure of health facilltles, and the daily State-wide pro-
gram of registration, statistical codlng, certification and preservation of the bzrths,_
marriages, divorces and annulments of marriage, and deaths that occur each gear 1n the State.

Vital Records Section has the responsibility to provide services for the reg.lstratlon, sta~
tistical coding, certification, and preservation of records of birth, death, fetal death,

marriage, divorce, annulments of marriage, adoptlons, ‘and legitimation of blrths Whlch occur
each year within the State of Georgla. ' g

7. Record Series’ Dumptlon Thus file contains the follawmg dommts !mclude form numbers and titles, if any):
- Attach samples of the file.

Documents rclatingto changing birth and death cert.r,f.lcates as so ordered by court order.

included are: court orders, documents 1dent1fg1ng 1nformat.7.on to . be changed and similar anc’t‘
related information. :

Files are arranged by year’thereunder alphabetically by name.

Ahesr T“‘?’ ds
Please note: "Court orders are those involving routine name and 1nformatlon changes ft—-does
not include court orders relating to adoptions, legitimations, etc.

File is arranged: .> : . , ‘ ":; LT &
8. Monthly Refersnca Rate .. How often are records referred to which are:

One 1o six months old __1 ; Seven t_p twaive months old 7 Thlrteen to twenty- four months old 1 ;

twenty-five months and older _.I.,.____ e T

9. anuul Rng of Aeeumulfﬂon of Roaorda

Letter gize drawers Lm!—sm drawers = Shelves

\
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10._Questionnaire _ (Place an '*X"’ in the proper column)

o
3l

- s. Is this the afficial copy of the saries?
X If not, whers is it? . : - -

b. Does the sones contain confidential mformat:on requirmg sscurity handling? (f yes, zite law or rtgulat:on

¢, s this a vital record?

Safdal

d Does this series have historical or long term research value?

Mumnmmyhd.am_mlvl

. When one or two documents in the file make it necessary tp keep the entire file for a Iong penod could these

L

¢, 13 the information contained in this serigs ever published? If ves, attach copy,

d. s the im'ormwon contained in this serles aver analyzed andior recofded ina summamed report?
X if ves, attach cooy,

h. Is thers a duplication of this series in your offics, or in another office or agency?
X 'f w.? Court Records

X i- ls. this mwmmmme?

X1 i Doss the record series resuit in a comouter printout?

years,

1. Rmﬂtlon Requiremants The following requnres the series to be kept
s Stats Law ' years. - d. Auditperiod  _
- b. Statuta of limitation . years. s, Administrative need

¢ Feceral law ' = .years. - #. Federai rewention instructions

Attich copv or excert of laws or regulations. Explain adrmnlstratm need.

change is .1ncluded on amended certlflcate.

Unit feels any reference to certificate change w111 take place within three years. Date of

116 Approved Disposition Inm;:flom : Thls agencv recomimands that the fule series be cut off at the end of uch

then.

O Caiendar Yur. D Fiscal Year; ﬂ Other

month(s}.._=____._vear(s) then
year(s); then
: vear(s);t!'uen Ce

Q Hold in the current files area
O Transfer to local holding area; hold
QO Transfer ta Stats Records Center; hold
Q Destroy, . -
O Transfer to State Archives for parmanant retention.
& Other (Soecify) '

the calendar year; hold 3 years in current files area, then destroy

}

Thess instructions apply to _all prior and future accumuiations of the series,

Upon J.mplementat10n of court order place in completed file, cut-off flle at the end of

~ Stata Records Committes (Signaturs) -

| Agency I-mdeo (Signaturs) __Date " Rscords hganagamam Officar (Signature) Date
W & Jawrie 159y | Wil 4-5-1%
" Date

Recommndat_iom in para- .- .
graph 12 are approved. State Auditor/Desigifae

=77

{If disspproved, attach letter % . _ —
of explanation.) Secre tate/Designes '

5-2-78

- Attorney Geheral/Designes —42 Ziz; }W
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